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PROCEDURE    

 

Whether working in the Cases or Reviews tab, the process for searching for a youth is 
the same.  Start by clicking on “Search for a Youth” under the “Probation Quick Links” 
heading on the right side of the screen: 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

 
To return the best results, enter the person’s first and last names in the text fields, leave 
the “Search By:” filter set to “Soundex” and click “Search.”  This will return the largest 
number of potential matches.  To narrow the results, enter additional information (e.g. 
DOB, middle name) and/or change the filter.   

 



 

 
 
 

The search will either display results (as shown above, sorted by DOB) or a statement 
indicating that zero records were found with a suggestion to expand the search criteria.  
 
*Results can be sorted by column.  For example, clicking on “DOB” will re-arrange the 
results by birth date order. 
 
Ideally, each person has only one person profile ID, regardless of his/her 
involvement in both the DCS and probation systems.  To avoid creating duplicate 
person profiles, it is of paramount importance that a diligent and thorough person 
search/screen be conducted. 
 
Search Tips: 
• Search by both parents’ last names if they are different.  For example, if Miguel’s 
mother’s last name is “Lepe” and his father’s last name is “Santos,” search using 
“Miguel Lepe” and also “Miguel Santos”. 
• Search by both formal and informal names.  For example, if a person’s legal name is 
“Jacqueline”, but she uses “Jackie”, search by both names. 
 
As a general rule, choose the Person ID with the highest number of “Involvements.”  
“Involvements” indicates the number of Assessments or Cases (either DCS or 
Probation) that are associated with that Person ID number.  Clicking on the “+” sign next 
to the Person ID number will provide demographic information details and will show the 
associated “Involvements.”  Below the person demographics is a list of all cases and 
assessments in which the person has been a case participant.  POs have “read only” 



 

access to all JD/JS cases and have “edit” access to all cases assigned to their county.  
To access a JD/JS, click on the Case ID#.    
 
If the results return several Person ID numbers for the same name, review the 
demographics and case history for each to determine to which profile the case should 
be attached.  Select the profile with the most case history OR if a couple of the Person 
ID #s have about the number, select the one with the most recent case activity 
attached.  If uncertain about which person to choose, please contact the assigned 
Probation Service Consultant or email DCS Probation Services 
(probation.services@dcs.in.gov) for assistance. 
 

 
 

As shown above, searching for “Alice Cooper” produced a Person ID with both an open 
and closed case attached.  If a PO attempted to “Create a New Case,” a message will 
appear advising that the youth is already active in a case and provide some direction on 
how to proceed.  If there is already an open case for a youth, the PO may be able to 
work in that one for current services or placements.  However, it may be that the case 
should have previously been closed.  Please make this determination before 
proceeding.  There can only be one active case for a child in MaGIK at any time, even 
though in “real life” both DCS and probation may be involved. 
 
 
 
 
 
 
 

 


